Blackboard Assignment Tool

The assignment tool allows you to create and manage assignments in one location. You can create an
assignment and students can then submit assignment files electronically to Blackboard. You can access
and return individual feedback in the grade center. This keeps all assignments and grades in one
location, allowing both faculty and students one place where they can locate all assignments.

The assignment tool is excellent for many types of assignments from weekly homeworks to short essays
to memos and even research papers. The assignment tool can be used to submit many file types such as
Word, PDF, Excel, PowerPoint, image files and even small data files.

Creating an Assignment
1. Access your Blackboard Course
2. Make sure Edit Mode (upper right corner) has been turned On

Edit Mode is:

0]

Blackboard Course Demonstr

3. Inthe left menu, navigate to Assighments

Blackboard Course Demonstrz

o

¥ Blackboard Course .1
Demonstration

Home Page

Announcements
Syllabus
Course Flles

Discussions &

Assignmenits

My Grades

Email
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4. Hover over Assessments to show the dropdown menu and select Assignment
5. The create assignment page will open

w
3

a Ple A Test

Assignments
Survey

Build Content Tools Partner Content
Assignment\ﬂy
Tasksream

P —

6. Enter a name for your Assignment
7. Use the Text Editor to include instructions for the Assignment*

These are i

* Indicates a required field.

ASSIGNMENT INFORMATION Enter name for

Assignment
* Name and Color Sample Assignment 3 || Black
Instructions
For the toolbar, press ALT+F10 (PC) or ALT+FN+F10 (Mac).
T T T T Paragraph v Aral v||302p0 v |iE|-|iE|-||T |- [+ @ RidA
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These are instructions) H Enter instructions here

8. Select Browse My Computer in the Assignment Files area to attach documents such as Word
documents, PDF documents and Excel documents
a. Locate and select your file(s)

ASSIGNMENT FILES
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Artach Files Browse My Computer Browse Content Collection

FL LT
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9. Enter a Due Date. (Optional)

DUE DATES

Submissions are accepted after this date, but are marked Late.

Due Date 3
Q)

Enter dates as mm/ddiyyyy. Time may be entered in any increment.

10. Enter Points Possible (Required)

GRADING
Enter Points Possible

&

Points Possible

Associated Rubrics Add Rubric ¥

11. Select Submission Details to expand the options
a. You can adjust the Number of Attempts (default is single attempt)
b. Activate the Plagiarism Tool by adding a checkmark next to Check submissions using
SafeAssign (Learn more at Blackboard: Use SafeAssignment in Assignments)
i. Also add a checkmark beside Allow students to view SafeAssign originality
reports for their attempts.

Submission Details

If any students are enrolled in more than one group receiving the some assignment they will submit more than one attempt for this ossignment. It may be
necessary to provide these students with an overall grade for the assignment.

R L # Individual Submission
Group Submission
Portfolio Submission
Selecting this option will require students nment
Adjust Number of Attempts
Number of Attempts

Single Attempt v

Plagiarism Tools Check submissions for plagiarism using SafeAssign
) Although SafeAssign officially supports only English, clients are welcome to use SafeAssign with languages other than English.
SafeAssign has no technical limitations that preclude using it with other languages. See Blackboard Help for more information.
If SafeAssign is enabled with Anenymous Grading. SafeAssign Originality Reports will be hidden from Instructors until Anonymous
Grading is disabled. However, Students may still be able to see SafeAssign Originality Reports depending on the state of the *Allow
students to view SafeAssign originality report for their attempts” setting.

Allow students to view SafeAssign originality report for their attempts
1 Exclude submissiens from the Institutional and Glebal References Databases
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12. Make the Assignment Available is checked by default
a. You can limit the availability of the assignment be entering dates and times.

AVAILABILITY

# Make the Assignment Available

Limit Availability Display After

o
o

Enter dates as mm/dd/yyy. Time may be entered in any increment.

Display Until

Enter dates as mm/ddiyyyy. Time may be entered in any increment.

13. Select Submit to create the Assignment.

Click Submit to finish. Click Cancel to quit without saving changes. Cancel

14. When an assignment is created, a column in the Grade Center is automatically added to record
assignment grades.

*Note: If your Blackboard text editor is displaying one line of editing options, select the double down
arrow to the right of the text editor to expand all the text editor options.

Instructions \
T T T Aal v ospmy v T - == B Qi

| R

These are instructions.
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Retrieving and Grading an Assignment

When students submit assignments, they are stored in the Grade Center where they can be viewed,
downloaded, and graded individually.

1. Inthe Control Panel Select Grade Center to expand the menu
2. Select Full Grade Center

¥ Control Panel
} Content Collection (3]

b Course Tools

» Evaluation ()
¥ Grade Center (5]
Needs Grading
Full Grade Center I
}  Users and Groups
} Customization (5]
P Packages and Utilities ©
} Help

3. Submitted assignments that need grading appear with a yellow exclamation point in the cell.
4. Hover over the cell with the assignment to be graded and select the down arrow to view the
menu options.

Grade Center : Full Grade Center

The Full Grade Center displays ail columns and rows in the Grade Center and is the default view of the Grade Center. |

Create Column Create Calculated Column Manage Reports Filter Work Offline

Needs grading icon

) Mave To Top Email Sort Colu ¥ Descending
Grade Information Bar Last Saved:March 10, 202
SAMPLE SAMPLE
AST NAM ST NAM SERNAM STUD D -

LAST NAME FIRST NAME USERNAME STUDENT I ASSIGNIMENT © LSS GNMENT 2
CHADWELL _Previev SAMDRA - \;,\
SAISLY CORNWALL -- --

Selecred Rows: 0

“¥  MoveToTop  Emai Select for menu

Edit Rows Displayed
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5. Select Attempt (date) to open the submission

nns By: Layout Paosition Order: ¥ Descending
Last Saved:March 10, 2020 2:34 FM
SAMPLE SAMPLE
ASSIGNMENT 1 ASSIGNMENT 2

View Grade Details _

Exempt Grade end

Attempt 3/10/20 ()

6. The submitted assignment displays in the center and the grading details appears in the right
column.

7. Most faculty find it easiest to download the document and grade offline. You can do this in the
right grading column by selecting the down arrow beside the submitted file.

" Viewing 1 of 1 gradable items . I Grading WindOW l
. Exit
(2 [l SANDRA CHADWELL PreviewUser (Attempt 1 of 1) .
Assignment Instructions v Assignment Details ~

box s B GRADE

LAST GRADED ATTEMPT

View student submission

ATTEMPT
3M0/202:34 PM /100
TV Ipsum

That this group would somehow form a family that's the way we 3ll became the Brady Bunch. Here's the Submission

story of a lovely lady who was bringing up three very lovely girs. No phone no lights no motor car nota

[1 TVipsum SampleText.docx
single luxury. Like Robinson Crusos it's primitive as can be. So this is th tale of our castaways they'rs
here for a lang long time. They'll hav to make the best of things its an uphill climb. The weather startad

I«

getting rough - the tiny ship was tossed. If nat for the courzge of the fearless craw the Minnow would be
lost. the Minnow would be lost. Their house is 3 museum where people come to sea ‘2m. They really are

aseream the Addams Family. Movin' on up to the sast side. We finally got @ piece of the pie. Here he

rAmes Hers rames Snssrd Rarsr He's 3 demnn an whasls Ralisus it ar ner I'm walking on air | never Download submission

Note: You can stop here and use email to return your feedback and grade to your students. We highly

recommend using the grading features in the Grade Center to collect all your student feedback and
grades on submitted assignments.
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8. Once you have graded the assignment access the Feedback to Learner text editor by clicking
into the Attempt score area or selecting the small down arrow below Attempt.

Assignment Details ~

GRADE

LAST GRADED ATTEMPT

ATTEMPT
3/11/20 12:56 PM

/100
e I Attempt score I
Submission

[1 1vipsum SampleText.docx

R4

Expand Feedback to
Learner text editor

Enter the grade in the Attempt area
Enter feedback into the Text Editor

Select the Paperclip to insert the graded document

Assignment Details ~

GRADE

LAST GRADED ATTEMPT

ATTEMPT
3/11/2012:56 PM

7100
l 95

For the toolbar, press ALT+F10 (PC) or ALT+FN+F10 (Mac).

Feedback to Learner

Good job. In paragraph 2 you mention Mr. Roger's
Neighborheed, you might also want to consider...‘

k

el 4 Enter feedback here

Add Motes

Insert file

Cancel  Save Draft

-~

Submission

1 Tvipsum SampleText.docx

I+

9. Select Submit to enter the grade.

Note: Rather than download each file you can use the inline grading tool to provide feedback, but please
note that any comments added to the document will not be included in any downloads.
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Students Viewing Grades in Blackboard
We provide these instructions so that you know how students access their grades. You will not be able

to see students’ grades using this tool.

For students to see their grades from with your course, you may have to add a My Grades link in the
course menu.

1. Access your Blackboard Course
2. Select the Add Menu Item icon above the course menu

4 Select Add Menu Item link

Announcements

Syllabus

3. Select Tool Link

|

Tool Link

Select Tool Link

Assignments
Email

4. Type “My Grades” as the Name
5. Select My Grades as the Type from the Type dropdown menu

E no B

Add Tool Link [S
¢ Name: My Grades
Type: My Grades v
¥ Available to | Announcements
Blackboard Help e
Blogs are i
Calendar
cowrre ez CONtACts
Discussion Beard
Discussions i
ETal\ ble
Assignments Glossary |
Groups arei
Email Journals
My Grades
MameCoach Recording Tool
Panapto Rec MameCoach Unified Roster Toal
Organization Messages
Welcome Panontc Course Tool Aoolication
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6. Add Checkmark beside Available to Users

E % OB

Add Tool Link =
Name: My Grades
Type: My Grades v

# Available to Users

=
|

Cancel Submit

T T \

Discussions d.\_%
|7 Sample

7. Click Submit

o

¥ Blackboard Course #
Demonstration

Home Page

Announcements

Panopto Recordings
Welcome

My Grades

1. Students will now be able to select the My Grades link in left menu
a. Select Assignment Name to view submission and feedback.
b. Select Feedback Icon to view written feedback only.

My Grades
¥ Blackboard Courselr\xs a y
Demonstration
Home Page All Graded Upcoming Submitted Orderby:  Last Activity v
ITEM LAST ACTIVITY GRADE
Announcements
Total 95.00
Syllabus View Description Grading Criteria 00
Discussions

Sample Assignment 2
Assignment

® 95.00

Assignments

My Grades Sample Assignment 1 ' -

View Feedback

Email
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